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Ref er ence:

G nci nnati Muini ci pal Code Chapter 308 - Enpl oynent
Regul ati ons

FOP/ City Labor Agreenent

AFSCVE/ City Labor Agreenent

Procedure 12.815 - Court Appearance

Procedure 12.820 - Conpensation for Court Attendance
and Heari ngs

Procedure 12.825 - Conpensatory Tinme and Paid
Overtinme

Procedure 16. 130 - Nonsworn Enpl oyee's Daily Tine
For s

Procedure 19. 140 - Qutsi de Enpl oynent

Aut omat ed Conp-Ti me Program User's Manual

Pur pose:

Provi de gui delines and instruct personnel in the use
of the Division's autonated payroll/conpensatory
time program

Facilitate the entry and tracking of payroll and
conpensatory tine.

Pol i cy:

Adm ni ster and process conpensatory tinme as outlined
in Procedure 12.825, Conpensatory Tinme and Paid
Overti ne.

Record conpensatory tinme (earned and used) as
outlined in the Automated Conp-Tinme Program User's
Manual .

Pr ocedur e:
A Security:

1. District/section/unit/squad commanders are
responsible for the integrity and security
of their automated conpensatory tine system

a. Assign a password to the database and
give the password to the unit's systens
adm ni strator, tinekeeper, and ot her
appropriate personnel.

b. Assign a new password when deened _
necessary, or when a change in the unit
conmander occurs.
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B. Reports:
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Districts/sections/units/squads are
responsi ble for the follow ng reports:

a. Mintaining nonthly summary reports for
assi gned personnel in lieu of the
i ndi vi dual Payroll Record of
Conpensatory Tinme Bal ance Year to Date
(Form 69P).

b. Preparing the nonthly Conpensatory Tine
Report (Form 617) using the automated
conpensatory time programform

c. Submtting the bi-weekly Payrol
At t endance Report by 4:00 p.m on the
Monday foll ow ng the end of the payrol
peri od.

1) If an error is found once the
Payrol |l Attendance Report is
subm tted, prepare a Form 17
requesting a payroll correction.

d. Conpleting a Paid Overtine Report (Form
435) bi-weekly for increnment, court, and
position vacancy overtinmes in addition
to SWAT cal |l ups.

O ficers are responsible for conpleting an
Overtinme and Court Appearance Report (Form
68P) for contingency overtinme details
(Riverfest, etc.).

a. The officer's unit of assignnent wll
submt a Form 435.

The Detail Coordination Unit is responsible
for all overtine details, other than
position vacancy overtinme (PVO, and w ||
submt a Form 435 to the Fiscal and Budget
Secti on.

a. The Detail Coordination Unit will send
the officer's original Form 68P, stanped
"Form 435 already nmade," to his unit of
assignnment for data entry.
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Fi scal and Budget Section is responsible for
the follow ng reports:

a. Selling of conpensatory/holiday tinme

1) Personnel selling conpensatory or
holiday tinme nust conplete an
Application for Leave of Absence
(Form 25-S) in addition to signing
the conputer printed formlisting
t he nunber of hours and specifying
ei ther conpensatory or holiday tine.

b. Selling of sick tine

1) Personnel selling sick tinme nust
sign a preprinted Form 17
aut hori zing the deduction of sick
tine.

C. O her Data Entries:
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Personnel nust conplete a Form 25-S for any
tinme taken off.

a. Mark the "OQther" bl ock when taking Fair
Labor Standards Act (FLSA) tine and
state "FLSA."

Conmpensat ory Ti ne:

a. The unit's tinmekeeper will print out and
file in the individual's conpensatory
time folder the year-to-date bal ance of
each individual's conpensatory tinme as
of Decenber 31 each year, or upon
transfer fromthe unit.

1) Retain the printout for the current
year plus the previous year.

Hol i day Ti ne:

a. Track holiday time separately from
conpensatory tine.
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D. Backup of Data:

1. Each district/section/unit/squad conmander
is responsible for maintaining a daily
backup of the database on a floppy diskette.
This will assure mninumreentry of data in
the event of a conputer crash.

a. To prevent damaging the diskette, note
on the diskette jacket the date the
backup is perforned before placing the
di skette in the jacket.

b. Use anewinitialized diskette every six
nont hs.

2. Of site Storage

a. A 14 day copy of the backup diskette
wll be stored at the Fiscal and Budget
Secti on.

1) Every two weeks (on payday) deliver
an updated di skette to the Fisca
and Budget Section and exchange it
for the diskette containing the
prior two weeks' information.
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| ndex

Thi s procedure appears in the main Procedure Manual Index in
the foll om ng manner:

Page 61
PROCESSI NG

Payr ol | / Ti mekeepi ng 12. 826
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